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Objective
To obtain a position in which will require me to utilize my skills, abilities and experience in the education field. 

Work History
2015 to Present, Administrative Assistant/Family Service Worker, Aspira
· Greet all incoming visitors while ensuring proper sign in/out.
· Perform record keeping and general clerical functions.
· Maintain a variety of computerized and manual records, files, and department databases.
· Schedule various activities
· Respond to inquiries from a wide variety of internal and external parties.
· Support other administrative personnel as needed.
· Support teachers with students and in classroom as needed.	
· Assist with special needs cases, IEP meetings, referrals, etc.	
· Other task deemed necessary by the organization.

2013 to 2015, Assistant Teacher, Elwyn

·  Assist in establishing a classroom environment contributing to academic and social learning.
·  Supervise students and responsible for their safety, wellbeing, and location at all times.
·  Plan with and assist the teacher in preparing materials in advance for activities.
·  Assist teacher in implementing lesson plan.
·  Other task deemed necessary by the teacher or the organization.


2010 to 2013, Teacher, Norris Square Civic Association
· Fostered a classroom environment encouraging learning and promoting excellent student engagement.
· Completed and implemented weekly lesson plans.
· Comply and reinforce the programs dual-language focus.
· Responsible for understanding and meeting the goals of the children with IEP’s.
· Plan activities that stimulate growth in language, social and motor skills.
· Provide children with individual attention.
· Coordinated parent/teacher conferences.
· Attended mandated home visits.
· Communicate with parents on a regular basis.
· Other task deemed necessary by the organization.

2005 to 2010, Assistant Teacher, Norris Square Civic Association
· Worked with groups of students to reinforce lessons.
· Assisted in establishing a classroom environment contributing to academic and social learning.
· Supervised students and was responsible for their safety, wellbeing, and location at all times.
· Plans with and assist the teacher in preparing materials in advance for activities.
· Assist teacher in implementing lesson plan.
· Other task deemed necessary by the teacher or the organization.

2002 to 2005, Assistant Group Supervisor, Allegheny Child Care Academy
· Assisted teachers with daily learning activities for children
· Worked with groups of children of different ages
· Supervised students and was responsible for their safety, wellbeing, and location at all times
· Other task deemed necessary by the teacher or the organization. 

Education
2013 to 2017, Bachelor’s Degree, Inter American University
2008 to 2011, Associate of Arts in Early/Elementary Education, University of Phoenix
2008, Credential of Competency for Special Education Para educators, Nueva Esperanza 
2007, Child Development Associate Diploma, Norris Square Civic Association 
2002, General Equivalency Diploma, the Lighthouse, Inc.
Languages
Fluent in both the English and Spanish language.
References
Available upon request










